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Electronic Records Express 

Track Status of Submissions 
 

Overview 
The ERE Track Status of Submissions application allows ERE users to view the status of 
submissions.  ERE Users have the capability of searching only submissions for their User 
ID.  Users have the ability to select from multiple search criteria:  Confirmation 
Number, Request ID (RQID), Date of Submission and Status of Submission. 
 
The Track Status of Submissions application is comprised of the following pages: 

• Search Screen 
• Results Screen 
• Details Screen 

 

Search Screen 
The user may submit a search request after one or more of the following criteria have 
been entered on the Search screen: 
 

• Confirmation Number—The Confirmation Number is a unique number 
assigned to a submission.  When tracking a submission by Confirmation Number, 
all other fields are disabled. 

 
• Request ID (RQID)— The RQID is a unique identifier located on the request 

letter near or on the barcode.  When tracking a submission by RQID, all other 
fields are disabled. 

 
• Date—A search by Date may be made by choosing one of the following Date 

options: 
o Last 45 days—Tracks submissions made within the last 45 days of the 

search date. 
o Single Day 

 Date of Submission 
 Start Time (Eastern Time) 
 End Time (Eastern Time) 

o Date Range 
 From Date (Eastern Time)—The start date when a search within a 

certain time period is to be performed 
 To Date (Eastern Time)—The end date when a search within a 

certain time period is to be performed. 
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• Submission Status—Search All submissions or choose one of the following 
statuses: 

o Sent—Tracks submissions successfully sent by the user. 
o Error—Tracks submissions that have failed. 
o Contacted—Tracks submissions when a problem occurs with the original 

submission and the user has been contacted by ERE Tech Support to 
make a new submission. 

 

Results Screen 
The Results screen displays the following information about the submissions: 

• Confirmation Number—A unique number generated by ERE to identify the 
submission. 

 
• Date—The date (Eastern Time) the submission was downloaded to the ERE 

website. 
 

• Status—The status displayed in this column will be one of the following: 
o Sent—The submission was successfully sent. 
o Error—The submission failed. 
o Contacted—A problem occurred with the original submission and the user 

has been contacted by ERE Tech Support to make a new submission. 
o Processing—The submission is being processed. 

 

Details Screen 
The Details screen displays details of the submission from the Confirmation Number 
selected from the Results screen.   
 
The Details screen displays the following submission information: 

• Confirmation Number 
 

• Submission Date and Eastern Time 
 

• Submission Status 
 

• Number of Files Uploaded 
 

• RQID (Request ID) 
 

• Filename—The name of the originally uploaded file, including its extension. 
 

• File Status—The status displayed will be one of the following: 
o Sent—The submission was successfully sent by the user. 
o Error—The submission failed. 
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o Contacted—A problem occurred with the original submission and the user 
has been contacted by ERE Tech Support to make a new submission. 

o Processing—The submission is being processed. 
 

• File Size—The size of the file in bytes. 
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Track Status of Submission Instructions 
 
From the Electronic Records Express Homepage, select Track Status of Submissions 
under the Document Exchange Services heading. 
 
 

Electronic Records Express Homepage 
 

 
 
 
 
You may also search by entering the Confirmation Number, Request ID, other date 
choices or submission status.  When tracking a submission by Confirmation Number or 
Request ID all other fields are disabled. 
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Search by Confirmation Number 
 
Step 1—Enter the Confirmation Number in the first block.  The Confirmation Number is 
the unique number assigned to your original submission. 
 
Step 2—Select the Search button. 
 
 

Search by Confirmation Number—Steps 1 and 2 

 

Enter the 
Confirmation 

Number 
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Step 3—View the inquiry results on the Results Screen.  Click on the confirmation 
number to go to the Details Screen. 
 
 

Search by Confirmation Number—Step 3 

 

Click the 
Confirmation 

Number for more 
details about the 

submission. 
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Step 4—View submission details on the Details Screen.  You may select Prior Page to 
return to the Inquiry Results or Start New Search to begin a new search for submissions. 
 
 

Search by Confirmation Number—Step 4 

 

Select Start New 
Search to return to 
the Search Screen 
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Search by Request ID 
 
Step 1—Enter the Request ID (RQID) found on the request letter or barcode in the 
second block. 
 
Step 2—Select the Search button. 
 
 

Search by Request ID—Steps 1 and 2 

 

Enter the RQID 

Select the Search 
button. 
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Step 3—Click on the confirmation number to obtain details about the submission. 
 
 

Search by Request ID—Step 3 

 

Click on the 
confirmation number 

for more details. 
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Step 4—View submission details.  You may select Prior Page to return to the Inquiry 
Results or Start New Search to begin a new search for submissions. 
 
 

Search by Request ID—Step 4 
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Search by Submission Date or Status 
 
Default Search 
Step 1—The Last 45 Days and All buttons are automatically selected.  To search all 
submissions in the last 45 days, simply select the Search button.   
 
 

Default Search—Step 1 

 

Last 45 Days and All 
are the Default 

settings.
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Step 2—All submissions in the last 45 days are displayed.  You may sort the results in 
ascending or descending order by clicking one of the underlined headings (Confirmation 
Number, Date and Eastern Time, Status or RQID). 
 
 

Default Search—Step 2 

 

Click an underlined 
heading to sort. 
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Step 3—Select the Confirmation Number to view details of the submission.  You may 
also select the Prior Page button to return to the Search Submissions page. 
 
 

Default Search—Step 3 

 

Select a 
Confirmation 

Number to view 
details. 
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Step 4—View submission details.  You may select Prior Page to return to the Inquiry 
Results or Start New Search to begin a new search for submissions. You may sort the 
results in ascending or descending order by clicking one of the underlined headings 
(Filename, File Status or File Size). 
 
 

Default Search—Step 4 
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Search by Submission Date or Status 

Single Day Search 
Note:  When searching by date, you may also choose one of the following options: 

 All—Searches all submissions made by day or date range. 
 Sent—Searches submissions successfully sent by the user. 
 Error—Searches submissions that failed. 
 Contacted—Searches submissions that required the user to be contacted by ERE 

Tech Support. 
 
 
Step 1—Select the Single Day button. 
 
Step 2—Complete the Date of Submission box (MM/DD/YYYY).  You may narrow 
your search by choosing a Start Time and the End Time in the dropdowns.  The default 
times are 12:00AM and 11:59 PM.  All times are Eastern Time. 
 
Step 3—Select the Search button. 
 
 

Single Day Search—Steps 1-3 

 

Enter the Date of 
Submission 

 
 

Last Update:  07/07/2008 17



 
 
Step 4—Click on the confirmation number to obtain details about the submission. 
 
 

Single Day Search—Step 4 

 

Select a 
Confirmation 

Number to view 
details. 
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Step 5—View submission details.  You may select Prior Page to return to the Results 
Screen or Start New Search to return to the Search Screen. 
 
 

Single Day Search—Step 5 
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Search by Submission Date or Status 

Date Range Search 
Step 1—Select the Date Range button. 
 
Step 2—Complete the From Date (MM/DD/YYYY) and To Date (MM/DD/YYYY) 
fields. 
 
Step 3—Select the Search button. 
 
 

Search by Date Range—Steps 1-3 

 

Enter a Date Range 
in the From Date and 

To Date fields. 
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Step 4—Click on the confirmation number to obtain details about the submission. 
 

Search by Date Range—Step 4 

 

Select a 
Confirmation 

Number to view 
details.
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Step 5—View submission details.  You may select Prior Page to return to the Inquiry 
Results or Start New Search to return to the Search Screen. 
 
 

Date Range Search—Step 5 
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Search by Submission Date or Status 

Status Search 
Note:  When searching by status, you may also choose one of the following date options: 

 Last 45 days 
 Single Day 
 Date Range 

 
 
Step 1—Select one of the following options: 

• All—Searches all submissions made by day or date range. 
• Sent—Searches submissions successfully sent by the user. 
• Error—Searches submissions that have failed. 
• Contacted—Searches submissions that have required the user to be contacted by 

ERE Tech Support. 
 
Step 2—Select the Search button. 
 
 

Status Search—Steps 1 and 2 

 

Select a status 
option. 
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Step 3—Click on the confirmation number to obtain details about the submission. You 
may sort the results in ascending or descending order by clicking one of the underlined 
headings (Confirmation Number, Date and Eastern Time, Status or RQID). 
 
 

Status Search—Step 3 

 Results for the 
Status option you 

selected are 
displayed. 

 
 
 
 
 
 
 
 
 
Step 4—View submission details.  You may select Prior Page to return to the Inquiry 
Results or Start New Search to return to the Search Screen. 
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